
Department 71 Instructions 

 What to Do Before the Hearing:  
 
At least two weeks before the hearing, you must file all required pleadings with the Clerk’s Office, such as an 
Income and Expense Declaration (Form FL-150) or Financial Statement (Form FL-155).  
 
If you are self-represented, you may file documents using the court’s e-filing system, or by using the Drop Box 
located in the lobby of the Family Justice Center Courthouse. You may also fill out and file pleadings using Guide & 
File, which can be accessed from the Court’s website at the following link:   
http://www.scscourt.org/self_help/complete_forms_at_home.shtml.   
 
Please be sure to serve DCSS at CSS-eservice@css.sccgov.org as well as the other party.  
 
Do not file confidential documents, such as medical records or a return to work certificate. Instead, you can e-mail 
those documents at least two weeks before the hearing to Department71@scscourt.org.  
You must copy DCSS at CSS-eservice@css.sccgov.org  and the other parent on any email sent to the e-mail address.  
 
IF YOU DO NOT FILE OR SUBMIT DOCUMENTS BEFORE THE HEARING, YOUR HEARING MAY BE RESCHEDULED 
FOR ANOTHER DAY.  
 
Download the free Teams app in preparation for your video hearing at least 2 days in advance of your hearing 
(https://www.scscourt.org/general_info/ra_teams/teamspdfs/Microsoft%20Teams%20Mobile%20App.pdf) 
 
Downloading the app is not required if you want to just call-in to your hearing instead of being on the video 
conference. Check the court website for Call-in information.  
 
What to Do on the Day of the Hearing:  
Look at your paperwork to determine the time scheduled for your hearing. If you are unsure, hearing information 
for non-confidential cases can be accessed through the Court’s Public Portal at the following link: 
https://portal.scscourt.org/.  

Click here to obtain the link to the hearing as well as the call-in and access code: 

 https://www.scscourt.org/general_info/ra_teams/video_hearings_teams.shtml  

Join the hearing 15 minutes prior to the start time indicated in your hearing notice so you can be checked in.  
 
NOTE: You may choose to call-in using audio only, check the court website for the correct access code. 

Mute your phone unless you are indicating you are present for the hearing or your case is being heard 

NOTE: There is a different link and Access Code for AM calendar VS PM calendar- This link is changed weekly 
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